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Today’s Objectives

• Overview of the Scope/Staff Hour Procedure and Estimation Tools

• SHE Revisions 

• Web Based Scope Development

• Scope Development Process

• Identification of Best Practices

• Additional Scoping Topics



Scope Procedure

• Department Procedure 375-030-020
• Department Forms and Procedures Page

• http://www.fdot.gov/development/

• Requires the use of:
• Standard Scope of Services

• Staff Hour Estimation Guidelines

• Staff Hour Estimation Forms

• Last Revision February 15, 2017

• Key item: Staff Hour Task Teams to meet once a year to review the 
current status of their respective activities and tasks

http://www.fdot.gov/development/


Scope & Staff Hour Estimation Tools

• Design Standard Scope of Services
• Standard Template for Scope of Services
• Developed by teams of FDOT and Consultant Personnel

• Sub-Teams for each Discipline 

• 38 Sections (Design Activities) 
• Customized with project-specific information

• Design Staff Hour Estimation Guidelines and Forms
• Developed by teams of FDOT and Consultant Personnel

• Sub-Teams for each Discipline (Same teams as for Scope)

• For estimation and negotiation of professional services contracts
• Tasks match Scope of Services Activities



Scope & Staff Hour Estimation Tools

• Project Management Web Page
• http://www.fdot.gov/designsupport/Scope/

• Design Standard Scope of Services
• Design Standard Scope of Services Macros Tool

• Web based Scope under development

• Design Staff Hour Estimation Guidelines
• Design Staff Hour Estimation Forms
• Revision Log
• Link to Risk Analysis Forms
• PD&E Scope and Staff Hours

• Scope of Services Development Tool
• Introduction to Prepare Scope 
• Scope, Guidelines and Forms

http://www.fdot.gov/designsupport/Scope/


Scope & Staff Hour Estimation Tools

• Design Staff Hour Estimation Guidelines and Forms (cont.)
• Staff Hour Ranges for each task based on complexity 

• Neither Max nor Min (Applicable to 90% of projects)

• Staff Hour Estimation Forms to calculate hours



Scope & Staff Hour Estimation Tools

• Design Staff Hour Estimation Guidelines and Forms (cont.)



Scope & Staff Hour Estimation Tools

• Design Staff Hour Estimation Guidelines and Forms (cont.)



Scope & Staff Hour Estimation Tools

• Revision Log



Revisions since June 2018- 7/23/18 Update
File Version Number: v.2018.03

Revision Date: 07/23/2018

3. Project Common and Project General 
Tasks

Project General Tasks Revised cost estimate language n/a n/a

3.4 Contract Maintenance and Project 

Documentation

Revised Title from 'Contract 

Maintenance and Electronic Document 

Management System' to Contract 

Maintenance and Project 

Documentation 

n/a

Revised Title from 'Contract Maintenance 

and Electronic Document Management 

System' to Contract Maintenance and 

Project Documentation 

3.4 Contract Maintenance and Project 

Documentation

New language added to existing task 

language
n/a

New language added to existing task 

language

3.10 Risk Assessment Workshop n/a n/a Revised language and staff hours

3.11.1 Aeronautical Evaluation
Task moved from 23.3 and revised 

language

Task moved from 23.3 and revised 

language

Task moved from 23.3 and revised 

language

4. Roadway Analysis 4.15 Design Report Revised Lauguage n/a Revised Lauguage

20. Signing and Marking Plans 20.2 Summary of Pay Items n/a n/a Revised Lauguage

22. Signalization Plans 22.2 Summary of Pay Items n/a n/a Revised Lauguage

23. Lighting Analysis 23.3 Aeronautical Evaluation
Task moved to 3.11.1 and deleted from 

23.3.  Tasks renumbered

Task moved to 3.11.1 and deleted from 

23.3.  Tasks renumbered

Task moved to 3.11.1 and deleted from 

23.3.  Tasks renumbered

24. Lighting Plans 24.2 Summary of Pay Items n/a n/a Revised Lauguage

34. ITS Plans 34.2 Summary of Pay Items n/a n/a Revised Lauguage



Revisions since June 2018- 7/23/18 Update



Revisions since June 2018- 12/27/18 Update
File Version Number: v.2018.04

Revision Date: 12/27/2018

All Applicable Activitiy Tabs TCP/MOT to TTCP
Replaced all references to the TCP or 

MOT with TTCP

Replaced all references to the TCP or 

MOT with TTCP

Replaced all references to the TCP or 

MOT with TTCP

2. Project Description 2.1 Language revision to TTCP n/a n/a

4. Roadway Analysis

4.5 Horizontal/Vertical Master Design 

Files

Removed review of Utility Work 

Schedule
n/a Removed review of Utility Work Schedule

4.10 Temporary Traffic Control Plan 

(TTCP) Analysis
Revised Title and revised language n/a Revised, Title, Lauguage and Staff Hours

4.11 Master TTCP Files Revised Title and revised language n/a Revised, Title, Lauguage and Staff Hours

4.14 Design Variations and Exceptions n/a n/a Revised Lauguage and Staff Hours

5. Roadway Plans

5.19 Temporary Traffic Control Plan 

Sheets
n/a n/a Revised staff hours

5.20 Temporary Traffic Control Cross 

Section Sheets
n/a n/a Revised Language

7. Utilities

7.9 Utility Design Meeting n/a n/a Revised reference from 4.8 to 4.9

7.12 Utility Constructability Review
Added review of Task 4.5 in addition to 

Task 4.9 
n/a n/a

29. Mapping Tasks 29.1 - 29.32 n/a n/a Reduce the minimum hours to 1 hour

34. ITS

Task 34.2 n/a n/a Removed Trns*port Reference

Task 34.9
Language was inadvertantly missing 

from Scope Documents
n/a n/a

36. 3D Modeling General Updated Footer n/a n/a



Revisions since June 2018- 12/27/18 Update



Revisions since June 2018- 12/27/18 Update



Revisions Since June 2018- Upcoming

2. Project Description

2.4 Environmental Permits, 

Compliances, and Environment 

Clearances

Revised name to 'Envrionmental

Permits and Environmental 

Clearances'

Revised name to 'Envrionmental

Permits and Environmental 

Clearances'

Revised name to 'Envrionmental 

Permits and Environmental 

Clearances'

2.9 Landscape Architecture Revised name to 'Landscape' Revised name to 'Landscape' Revised name to 'Landscape'

3. Project Common and Project 

General Tasks

3.4 Contract Maintenance and Project 

Documentation
n/a n/a

Clarification of the final document 

preparation

4. Roadway Analysis

Selective Clearing and Grubbing 

Guidelines

n/a n/a Tree relocation ranges updated

n/a n/a

Revised the ranges of the Tree/Palm 

Relocation category in the analysis 

portion

n/a n/a

Revised names in the middle and 

upper ranges of the Roadway 

Element category in the analysis 

portion

n/a n/a
Added "Adjacent Property Screening 

Concerns" to analysis portion

4.12 Selective Clearing and Grubbing
Note added that stand alone projects 

will utilize Activities 25 and 26
n/a n/a

4.12a n/a n/a Added note

4.12b Revised Lauguage n/a
Revised language and updated the 

ranges

4.12c Revised Language n/a Revised language

4.13 Tree Disposition Plan Revised Language n/a Updated hour ranges

5. Roadway Plans

5.23 Selective Clearing and Grubbing 

Sheet(s)
n/a n/a New language

5.24 Tree Dispostion Plan Sheets n/a n/a New language

5.24.1 Tree Dispostion Plan Sheet(s) New Language n/a n/a

5.25 Project Network Control Sheet(s)
Revised name to 'Project Control 

Sheets'

Revised name to 'Project Control 

Sheets'

Revised name to 'Project Control 

Sheets'

Activity Task

Revision Descriptions

Scope of Services Staff Hour Estimation Forms Staff Hour Guidelines



Revisions Since June 2018- Upcoming

6a. Drainage Analysis

6a.6 Design of Stormwater Management 

Facility  (Offsite or Infield Pond) 
n/a n/a Updated language under "General"

6a.7 Design of Stormwater Management 

Facility  (Roadside Treatment Swales and 

Linear Ponds) 

n/a n/a Updated language under "General"

6a.8 Design of Floodplain Compensation n/a n/a Updated language under "General"

6a.9 Design of Storm Drains n/a n/a Updated language under "General"

6a.10 Optional Culvert Material n/a n/a
The basis of guidelines for the low and 

high ranges were switched out

6a.11.a Existing French Drain Systems n/a n/a Updated language under "General"

6a.21

Added new task 'Noise Barrier 

Evaluation'; renumbered remaining 

tasks

Added new task 'Noise Barrier Evaluation'; 

renumbered remaining tasks

Added new task 'Noise Barrier 

Evaluation'; renumbered remaining 

tasks

6a.22 Field Reviews n/a n/a Updated language

6b. Drainage Plans

6b.3 Summary of Drainage Structures n/a n/a Updated range

6b.9 Retention/Detention Ponds Detail 

Sheet(s)
n/a n/a Updated range

Activity Task
Revision Descriptions

Scope of Services Staff Hour Estimation Forms Staff Hour Guidelines



Revisions Since June 2018- Upcoming

8. Permitting

Environmental Permit and Environmental 

Clearances Guidelines
Updated Title and Permitting Agencies List Updated Title Updated Title and Permitting Agencies List

Title
Revised Activity Title by Dropping 'Compliance' 

from the title

Revised Activity Title by Dropping 

'Compliance' from the title

Revised Activity Title by Dropping 'Compliance' 

from the title

8.1 Preliminary Project Research
Added 'report' to Cultural Assessment Survey 

Report
n/a n/a

8.2 Field Work Revised Language n/a n/a

8.7 Prepare WMD or LWCD Right of Way 

Occupancy Permit Application
New Language Revised Task Name Revised Task Name

8.9 Prepare Tree Permit Information Task Deleted Task Deleted Task Deleted

8.9 Prepare USACE Section 408 Application to 

Alter a Civil Works Project
New Task New Task New Task

8.13 Technical Support to the DEPARTMENT for 

Environmental Clearances and Re-evaluations 

(use when CONSULTANT provides technical 

support only)

Changed from 'significant' to 'major' design 

changes
n/a n/a

8.13.2 Archaeological and Historical Resources
Revised name by changing 'Features' to 

'Resources'

Revised name by changing 'Features' to 

'Resources'

Revised name by changing 'Features' to 

'Resources'

8.14 Preparation of Environmental Clearances 

and Re-evaluations (use when CONSULTANT 

prepares all documents associated with a re-

evaluation)

Changed from 'significant' to 'major' design 

changes
n/a n/a

8.14.2 Archaeological and Historical Resources

Revised name by changing 'Features' to 

'Resources'

Revised name by changing 'Features' to 

'Resources'

Revised name by changing 'Features' to 

'Resources'

Added 'report' to Cultural Assessment Survey 

Report
n/a n/a

8.14.3 Wetland Impact Analysis
Added 'Evaluation to Natural Resources 

Evaluation Report
n/a n/a

8.14.4 Essential Fish Habitat Impact Analysis
Added 'Evaluation to Natural Resources 

Evaluation Report
n/a n/a

8.14.5 Protected Species and Habitat Impact 

Analysis

Added 'Evaluation to Natural Resources 

Evaluation Report
n/a n/a

Activity Task

Revision Descriptions

Scope of Services
Staff Hour Estimation 

Forms
Staff Hour Guidelines



Revisions Since June 2018- Upcoming

16. Structures-Movable Spans 16.55 Pedestrian Rail and Support Details n/a n/a Updated language

21. Signalization Analysis
21.5 Reference and Master Signalization Design 

File
n/a n/a Updated language

25. L andscape Analysis

Landscape Guidelines

n/a n/a
Revised names of numbers 1 , 6, 8, and 10 in the 

lower, middle, and upper ranges of individual tasks

n/a n/a

Updated names of the lower, middle, and upper 

categories under Complexity of Landscape Design

in the analysis portion

n/a n/a

Updated names of the lower, middle, and upper 

categories under Outdoor Advertising in the analysis 

portion

n/a n/a

Updated names of the lower, middle, and upper 

categories under Irrigation System in the analysis 

portion

n/a n/a

Updated names of the lower, middle, and upper 

categories under Base Files (New name that 

replaces "Other Considerations") in the analysis 

portion

Title
Revised name from Landscape Architecture Analysis to 

Landscape Analysis

Revised name from Landscape Architecture Analysis to 

Landscape Analysis

Revised name from Landscape Architecture Analysis 

to Landscape Analysis

25.2 Site Inventory and Analysis for Proposed 

Landscape
Revised Language.  Roll plots may be required. New tasks added under 25.2 Major rewrite efforts to tasks, ranges, and language.

25.3 Planting Design Split Planting into Conceptual and Final Tasks New tasks added under 25.3 Major rewrite efforts to tasks, ranges, and language.

25.4 Irrigation Design Split Irrigation into Conceptual and Final Tasks New tasks added under 25.4 Major rewrite efforts to tasks, ranges, and language.

25.5 Hardscape Design Split Hardscape into Conceptual and Final Tasks New tasks added under 25.5 Major rewrite efforts to tasks, ranges, and language.

25.6 Plan Summary Boxes Task Deleted Task Deleted Task Deleted

25.6 Roll Plots New Task New Task New Task

25.8 Technical Special Provisions and Modified 

Special Provisions
New Language n/a n/a

25.9 Inspection Services New Task and subsequent tasks renumbered New Task and subsequent tasks renumbered New Task and subsequent tasks renumbered

25.10 Other Landscape Services
Renamed from Other Landscape Architecture Services to 

Other Landscape Services

Renamed from Other Landscape Architecture Services 

to Other Landscape Services

Renamed from Other Landscape Architecture 

Services to Other Landscape Services

Activity Task

Revision Descriptions

Scope of Services Staff Hour Estimation Forms Staff Hour Guidelines



Revisions Since June 2018- Upcoming

26. Landscape Plans

Title

Revised name from Landscape 

Architecture Plans to Landscape  

Plans

Revised name from Landscape 

Architecture Plans to Landscape 

Plans

Revised name from Landscape 

Architecture Plans to Landscape  

Plans

26.4  ' Tree and Vegetation Protection 

and Relocation Plans and Tree 

Disposition Plans'

Revised Title to ' Tree and 

Vegetation Protection and 

Relocation Plans and Tree 

Disposition Plans'

Revised Title to ' Tree and 

Vegetation Protection and Relocation 

Plans and Tree Disposition Plans'

Revised Title to ' Tree and 

Vegetation Protection and Relocation 

Plans and Tree Disposition Plans'and 

updated language

26.11 Hardscape Plans n/a n/a Updated language

26.13 Maintenance Plan n/a n/a Updated language

26.14 Cost Estimate
Deleted Task and subsequent 

tasks renumbered

Deleted Task and subsequent tasks 

renumbered

Deleted Task and subsequent tasks 

renumbered

27. Survey

27.28 Vegetation Survey New Task New Task New Task

27.29 Tree Survey 
New Task and subsequent tasks 

renumbered

New Task and subsequent tasks 

renumbered

New Task and subsequent tasks 

renumbered

29. Mapping 29.20 Project Network Control Sheet
Renamed Task to Project Control 

Sheet

Renamed Task to Project Control 

Sheet

Renamed Task to Project Control 

Sheet

36. 3D Modeling

3D Modeling Guidelines n/a n/a Updated language

36. 3D Modeling Updated language n/a n/a

36.1 3D Design Model Phase I

Renamed Task to Phase I 3D 

Design Model and updated 

language

Renamed Task to Phase I 3D Design 

Model 

Updated name, language, and 

ranges

36.2 3D Design Model Phase II

Renamed Task to Phase II 3D 

Design Model and updated 

language

Renamed Task to Phase II 3D 

Design Model 
Updated name and language

36.3 3D Design Model Phase III

Renamed Task to Phase III 3D 

Design Model and updated 

language

Renamed Task to Phase III 3D 

Design Model 
Updated name and language

36.4 3D Design Model Phase IV
Renamed Task to Final 3D Design 

Model and updated language

Renamed Task to Final 3D Design 

Model 
Updated name and language

36.6 Template and Assembly 

Development
Updated language n/a Updated language

Activity Task

Revision Descriptions

Scope of Services Staff Hour Estimation Forms Staff Hour Guidelines



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Revisions Since June 2018- Upcoming



Activities Currently Under Review
• ITS

• Full Review

• Incorporation of ICE Requirement

• Review of Staff Hour Guidelines

• Combined PDE/Design Scope- 1:30 pm session today



New Activity - Web Based Scope Development

• Utilization of the existing PD&E Scope Application
• End goal- One location for PD&E, Design, and Combined Scope 

Applications

• Statewide Task Team of District PMs

• Review of Current Scope Language

• Working with Programmers to create flow of the 
application

• Allow for identification of scope elements through an 
upfront task identification process



New Activity - Web Based Scope Development
Timeline

•Programming Document Development- Ongoing
• In House Beta Testing: PSO Staff

October 2019
• Task Team Beta Testing

January 2020
• Full release

Fiscal Year 2020-21



New Activity - Web Based Scope Development

Forgot your password?

Contact Us



New Activity - Web Based Scope Development



New Activity - Web Based Scope Development



New Activity - Web Based Scope Development



New Activity - Web Based Scope Development



New Activity - Web Based Scope Development



New Activity - Web Based Scope Development



New Activity - Web Based Scope Development



New Activity - Web Based Scope Development



Purpose of a Scope of Services

• The purpose of the Scope is to provide a baseline understanding of 
the scope of the project to include the project’s scope and 
deliverables, the work required to complete the deliverables, and 
ensure a common understanding of the project’s scope among all 
stakeholders.



Scope of Services vs. Scope of Work

• Scope of Services
• How to accomplish the Work

• Design Elements

• Scope of Work
• What is being constructed

• Roads

• Structures



Scope of Services vs. Scope of Work

• As stated in Activity 1 of the Scope of Services
• The Scope of Services establishes which items of work in the FDOT Design 

Manual and other pertinent manuals are specifically prescribed to 
accomplish the work included in this contract, and also indicate which 
items of work will be the responsibility of the CONSULTANT and/or the 
DEPARTMENT.

• The purpose of this Exhibit is to describe the scope of work and the 
responsibilities of the CONSULTANT and the DEPARTMENT in connection 
with the design and preparation of a complete set of construction contract 
documents and incidental engineering services, as necessary, for 
improvements to the transportation facility described herein.



Steps taken to incorporate revisions

• What triggers a review
• Annual Task Team Reviews 

• Discussions during regularly scheduled team meetings

• Consultant discussions with FDOT staff

• Contacting the Production Support Office 

• Policy Change

• Criteria Change

• New Technology 

What happens next…….



Steps taken to incorporate revisions

• The proposed revisions are passed along to the appropriate task 
team assigned to review the proposed task revisions.

• Once the task team has vetted the proposed language, a draft is 
sent to the other task teams and appropriate program areas to 
make sure there are no conflicts in the other scope 
activities/program areas.

• After all comments have been addressed, the final language is then 
incorporated into the Standard Scope. 



Scope Management

• FDOT & Consultant Project Manager Roles and Responsibilities:



Scope Development Process

• Process
• Develop Stage I Scope
• Advertise Project
• Receive Letters of Response
• Long & Short List
• Scope Meeting
• Develop Stage II Scope
• Receive Proposals
• Rank Firms
• Negotiate Staff Hours with #1 Firm
• Develop Stage III Scope
• Execute Contract
• Notice to Proceed to consultant



Scope Development Process

• Stage I Scope
• Develop & coordinate initial detailed scope used for project  advertisement

• FDOT PM prepare draft Risk Analysis

• The more detail the better

• Stage II Scope
• Updated (more detailed) Scope 

• Obtain discipline input

• Provided to short listed firms



Scope Development Process

• Scope of Services Meeting For Shortlisted Firms
• Provide Stage II scope
• FDOT representative from each discipline provides clarification on the 

scope
• Consultant asks questions
• FDOT PM can amend Stage II Scope based on meeting and reissue Stage II 

Scope

• Following Scope of Services Meeting
• Receive proposals
• Rank firms
• Notify Firms



Scope Development Process

• Prepare for Negotiations
• FDOT and Selected Consultant Prepare Staff Hours

• Based on Stage II Scope
• Document assumptions in comments

• Scope Clarification Meeting with Selected Firm
• FDOT and Consultant staff from all disciplines discuss scope
• Scope changes based on info learned during selection process
• Consultant is responsible to document scope changes

• Revise Staff Hours Based on Scope Clarification Meeting
• FDOT and Consultant update staff hours
• Update “Comments” as hours are updated
• FDOT and Consultant exchange staff hours 2 to 3 days prior to start of negotiations



Scope Development Process

• Negotiate Staff Hours
• PM Coordinates internal participation

• Follow FDOT Negotiations Handbook (Mutual Gains)
• http://www.fdot.gov/procurement/Negotiations.shtm

• FDOT and Consultant sign-off 
• on staff hour sheets 

• on staff hour distribution for each discipline

• Consultant is normally responsible for updating Scope

http://www.fdot.gov/procurement/Negotiations.shtm


Scope Development Process

• Stage III Scope
• Coordinate & finalize scope after negotiations

• Final scope used in contract

• Notice to Proceed to consultant



Best Practices

• Provide as much detail in Scope as possible

• Make sure changes to Scope and/or Staff Hours are coordinated 

• Scope Clarification Meeting
• Consultant should have all subconsultants attend the meeting
• Consultant should take good notes

• Staff Hours
• Make sure hours are accurate and defendable
• Don’t “Double-dip” hours
• Use the Comments box and clearly state the basis for all hours
• Provide formula for hour calculations



Best Practices

• Staff Hours (Cont.)



Scope Change

• Any change to the Project Scope

• Almost always requires an adjustment to the project cost or 
schedule

• Will require a Supplemental Agreement (SA)



Supplemental Agreement

• FDOT PM’s Role
• Coordination

• Identify Necessary Changes (Scope of Services & Staff Hours)

• Complete SA in Timely Manner

• Adjust Project Schedule Accordingly

• Consultant PM’s Role
• Coordination

• Identify Necessary Changes (Scope of Services & Staff Hours)

• Communication



Scope Creep

• Common Culprits
• Scope Not Well Defined
• Local Agencies
• Project Unknowns
• Late Phase Review Comments

• Ways to Avoid
• Better Scope Development
• Engage Locals Early
• Risk Management
• Provide Review Comments Early



Florida DOT Staff Hour Contacts

• Bobby Bull, P.E. 

Project Manager

(850)414-4373

Bobby.bull@dot.state.fl.us

• Paul Hiers, P.E. 

Manager, Production Support Office

(850)414-4324

Paul.Hiers@dot.state.fl.us

• Robert Quigley, P.E. 

State Project Management Engineer

(850)414-4356

Robert.Quigley@dot.state.fl.us

• Mariano Amicarelli, P.E. 

Project Manager

(850)414-4346

Mariano.Amicarelli@dot.state.fl.us

mailto:Bobby.bull@dot.state.fl.us
mailto:Paul.Hiers@dot.state.fl.us
mailto:Robert.Quigley@dot.state.fl.us
mailto:Mariano.Amicarelli@dot.state.fl.us


Thank You!

Questions???


